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TORRES

TORRES.365750@2freemail.com 



       

Objectives: 


To be one of the best employees who can provide exceptional customer service at all time that will contribute to company growth and success. 
Personal Details:


Age/Gender

:

22 years old / Female 


Civil Status

:

Single


Date of Birth

:

April 4, 1995


Place of Birth

:

Manila


Religion

:

Catholic


Citizenship

:

Filipino


Dialect Spoken
             :

English, Filipino


Visa Status

:

Tourist

Educational Attainment:
Bachelor of Physical Education Major in Sports and Wellness Management

National University, Manila – 2016
Cabiao National High School -2012

Cabiao Central School-2008
Work Experience:
· Office clerk (on the job training)
National University Athletics Office, Manila Philippines
June 2015 – March 2016
· Service Crew

Jollibee Makati Philippines

January 2013- September 2013
Duties & Responsibilities

· Greet clients warmly and answer phones

· Assist the office in filing duties

· Perform basic bookkeeping duties

· Compile financial records

· Answer inquiries about company

· Operate office machines like personal computers, scanners, photocopiers, facsimile machines and voice mail systems

· Obey all safety procedures

· Maintain all reporting documentation and logs and, pay attention to detail

· Demonstrate friendly and cooperative attitude and maintain high level of customer care

· Schedule meetings and also prepare conference rooms

Key Skills:

☞ Good communication skills (Oral & Written)
☞ Politeness and courteousness
☞ Ability to handle and resolve conflicts
☞ Attention to detail
☞ Knowledge and ability to secure a premise
☞ Honesty, dedication, and sincerity
☞ Ability to act fast in emergencies
